State Vehicle Complaint Process

A concerned citizen calls
the Administrative Secretary
to report an abuse/compliant
against a State vehicle. The

The Administrative Secretary accesses
FleetAnywhere to determine the

complaint form should be
filled out while the

complaintant explains

the problem.

ownership of the vehicle (and who
checked it out if it is a rental vehicle).

Y

The Administrative Secretary
opens the complaint
database and inputs the
information taken from the
person who made the complaint

A

A "Notification of Abuse" letter is composed by the
Administrative Secretary and sent to the Department
Head. The letter should state the details of the complaint
as given and explain that the Department Head needs to
send a response to the DFO Director. The DAS Deputy
Director (currently Dave Fletcher) should be CC'd in the

letter sent the Department Head.
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The complaint report
is assigned a
number for tracking
purposes

Y

When the Department Head
responds to the letter the
Administrative Secretary

pulls up the complaint in the
database by the assigned
number and enters the response

The complaintant is
notified of the situation

surrounding the abuse/ Yes

An Access report is
run monthly and quarterly
that shows complaints and
accident narrative during the specified
time period. The Original goes to the
DAS Director and the following people
should be CC'd: DAS Deputy Director,
DFO Director, and DFO Deputy
Director. A copy should be
filled in the reports manual.

complaint and told what
(if any) corrective
action was taken
against the employee

)

Did
the
complaintant
want a follow
up
call?

No

The response is matched up with
correspondence, stamped with
"Entered" and "the date". All

paper work should be filed in the
Response Manual.
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